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No. Description Retention 

PURCHASE ORDERS/CHANGE ORDERS: 

The standard Purchase Order/Change Order i s an 
automated pr in ted form to place orders or changes 
fo r commodities/services throughout the County and 
has seven copies which are d i s t r i bu ted (a f te r 
author i za t ion by Purchasing Agent) as f o l l ows : 

The white and yel low copies are sent to 
the vendor. The goldenrod copy, along with 
attached back-up i n f o , are reta ined by the 
Purchasing Of f i ce and f i l e d by vendor and 
numer ica l ly , r e spec t i ve l y . The pink copy i s 
reta ined by the Expeditor in the Purchasing 
Of f i ce to keep track of d e l i v e r i e s . The 
green copy i s forwarded to Finance. The two 
(2) blue copies are forwarded to the rece i v ing 
department and/or request ing user department. 

SUB ORDER RELEASE CONTRACTS: 

A Sub Order Release Contract i s a contract 
r e s u l t i n g from accepting b ids on purchases of 
commodit ies/services with a f i xed (year ly or d e s i g 
nated time) p r i ce . Sub Order Releases are pa r t i a l 
orders i s sued aga ins t an act i ve Purchase Order and 
i s an author i za t ion fo r the vendor to sh ip whatever 
i s descr ibed in the Purchase Order Contract. The 
act ive contract i s f i l e d by Purchase Order Number; 
when the contract exp i res i t i s f i l e d by Exp i ra t i on 
Date. The standard Sub Order Release i s an 
automated pr inted form to order commodit ies/services 
throughout the County and has seven copies which are 
d i s t r i b u t ed (a f ter author i za t ion by the Purchas ing 
Agent) as f o l l ows : 

The white and yel low copies are sent to the 
vendor. The goldenrod copy i s destroyed. The 
pjjTk^eofiy i s reta ined b^ the Purchasing 

TOTAL RETENTION PERIOD I S 
EIGHT YEARS. RETAIN THREE 
YEARS IN OFFICE, FIVE 
YEARS IN RECORDS CENTER, 
THEN DESTROY. 

(The green copy, reta ined 
by Finance, i s the Record 
Copy, subject to the 
retent ion requirements set 
by the Finance Retention 
Schedule.) 

TOTAL RETENTION PERIOD I S 
EIGHT YEARS. RETAIN TWO 
YEARS IN PURCHASING OFFICE 
(ONE YEAR WHILE ACTIVE AND 
ONE YEAR AFTER EXPIRATION) 
S IX YEARS IN RECORDS 
CENTER, THEN DESTROY. 
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Retent ion 

Off ice and f i l e d in the contract fo lder 
numerical ly. The green copy i s forwarded to 
Finance. The two (2) blue copies are 
forwarded to the rece iv ing department and/or 
request ing user department. 

PRICE AGREEMENT CONTRACTS: 

A Pr ice Agreement Contract i s a contract r e s u l t i n g 
from accepting b ids on purchases of commodities/ 
s e r v i c e s . The standard Purchase Order Contract 
(Item #1) i s created and d i s t r i bu ted (a f te r 
author i zat ion by the Purchasing Agent) . Contracts 
are f i l e d by Bid Number (they include rejected 
b i d s ) . 

CONSULTING/PERSONAL SERVICE AGREEMENTS: 

These agreements c on s i s t of Architect/Engineer 
profes s iona l s e r v i c e s , contractual s e r v i ce s and 
miscel laneous p ro fes s iona l consu l t ing s e r v i c e s . 
Agreements are f i l e d by Agreement Number. They are 
prepared in quadrupl icate and d i s t r i bu ted as 
f o l l ows : 

1 . Or ig ina l - Purchasing (Record Copy) 
2. Copy - Contractual Employee/Consultant 
3. Copy - Finance 
4. Copy - User Agency 

CAPITAL IMPROVEMENT CONSTRUCTION CONTRACTS: 

These Contracts are concerned with long term 
projects such as road, b r idge, bu i l d i ng or 
u t i l i t y f a c i l i t i e s work. The f i l e s contain 
o r i g i n a l s of contract documents with deta i l 
information and correspondence. Contracts are 
f i l e d by Purchase Order Number after the 
contract i s awarded. Rejected proposa l s that 
are re -b id are reta ined in the Purchasing 
Department whi le a c t i ve . 

TOTAL RETENTION PERIOD I S 
SEVEN YEARS. RETAIN TWO 
YEARS IN PURCHASING OFFICE 
OR LENGTH OF TIME CONTRACT 
I S ACTIVE, FIVE YEARS IN 
RECORDS CENTER, THEN 
DESTROY. 

A.) TOTAL RETENTION PERIOD 
I S TWELVE YEARS AFTER COM
PLETION ( I F COUNTY FUNDED) 
OR IN ACCORDANCE WITH MD 
STATE LAW. RETAIN IN PUR
CHASING OFFICE WHILE ACTIVE, 
TWELVE YEARS IN RECORDS 
CENTER, THEN DESTROY. 

B.) TOTAL RETENTION PERIOD 
I S TWENTY YEARS AFTER COM
PLETION ( I F FEDERALLY 
FUNDED). RETAIN IN PUR
CHASING OFFICE WHILE 
ACTIVE, TWENTY YEARS IN 
RECORDS CENTER, THEN 
DESTROY. 

A.)TOTAL RETENTION PERIOD I S 
TWELVE YEARS AFTER COMPLE
TION ( I F COUNTY FUNDED) OR 
IN ACCORDANCE WITH MD STATE 
LAW. RETAIN IN PURCHASING 
OFFICE WHILE ACTIVE, TWELVE 
YEARS IN RECORDS CENTER, 
THEN DESTROY. 

B.) TOTAL RETENTION PERIOD 
I S TWENTY YEARS AFTER 
COMPLETION ( I F FEDERALLY 
FUNDED). RETAIN IN 
PURCHASING OFFICE WHILE 
ACTIVE, TWENTY YEARS -
IN RECORDS CENTER, THEN 
DESTROY. 
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6 RECORDING DISCS OF B IDS: TOTAL RETENTION PERIOD I S 

B ids received by the Purchasing Of f ice are 
read and recorded in pub l i c in the County 
Council Chambers. 

THREE YEARS. RETAIN IN 
PURCHASING OFFICE WHILE 
ACTIVE, THREE YEARS IN 
RECORDS CENTER, THEN 
DESTROY. 

7 SURPLUS SALES: 

A record of a l l County property so ld as su rp lu s 
at pub l i c auction i s reta ined which inc ludes the 
item and pr ice obtained. 

TOTAL RETENTION PERIOD I S 
THREE YEARS. RETAIN IN 
PURCHASING OFFICE WHILE 
ACTIVE, THREE YEARS IN 
RECORDS CENTER, THEN 
DESTROY. 

8 ADVERTISING: 

A l l capita l p ro ject s , b i d s , Council b i l l s , t r a f f i c 
no t i ce s , and su rp lu s property s a l e s are advert i sed 
in local newspapers. 

TOTAL RETENTION PERIOD I S 
TWO YEARS, THEN DESTROY. 

9 GENERAL OFFICE & CORRESPONDENCE F ILES: 

The f i l e s contain general informat ion, copies of 
l e t t e r s and memoranda, personnel informat ion, 
f inance forms, budget workpapers and other 
information of a housekeeping nature which 
have temporary reference va lue. 

TOTAL RETENTION PERIOD I S 
THREE YEARS, THEN DESTROY. 

10 INVENTORY SHEETS: 

An annual inventory of the warehouse, p r i n t shop, 
stockrooms, garages, road d i v i s i o n s , water 
reclamation f a c i l i t i e s , and a l l gaso l ine and d iesel 
fuel are conducted, recording the quant i ty and 
stock number of each item, the pr ice and extended 
value and the actual count. 

TOTAL RETENTION PERIOD I S 
FIVE YEARS, THEN DESTROY. 

11 STOCK ROOM/WAREHOUSE REQUISITIONS: 

Requ i s i t i on s are prepared by departments to order 
mater ia l s and s upp l i e s . There are three copies 
d i s t r i bu ted as f o l l ows : 

TOTAL RETENTION PERIOD I S 
THREE YEARS, THEN DESTROY. 

i 
i 

The white copy i s sent to Finance to charge 
the account 

The yel low copy i s reta ined in the P r i n t Shop 
The pink copy i s reta ined by the request ing 

department 
i 
t 

12 ; PRINT SHOP BILL ING: 

Invo ice that inc ludes quant i ty , job t i t l e and 
amount b i l l e d . F i l ed in a lphabet ical order 
by department. 

TOTAL RETENTION PERIOD I S ! 
TWO YEARS, THEN DESTROY. ! 

i 

J 
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